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Hotline Recommendation to Assess 

Local office agrees with 
Hotline recommendation to 

assess and approves report.  

Even if a duplicate of an open 

assessment, should be 

approved with a decision to 

assess.   

Local office disagrees with 

Hotline recommendation to assess 

and approves report with decision 
to screen-out.  (DM, LOD, or RM 

approval required) 

Intake screened-out and closed.  

Must contact MaGIK Help Desk to 
get report back to County Queue 

with assess recommendation 

Hotline Recommendation to Screen out 

Local office agrees with Hotline 

recommendation to screen out 

and approves report.   

Local office disagrees 

with Hotline 

recommendation to 
screen-out and approves 

report with a decision to 

assess.  Even if a 

duplicate of an open 

assessment, should be 

approved with a decision 

to assess.   

Local Office County Queue 

Queue should be cleared at the end of the 

business day 

Assessment created in MaGIK 

Casebook 

Assessment is worked by the local 

office and an assessment decision is 

made.   

Assessment can be withdrawn due to 

screen out or withdrawn due to 

duplicate.     

Note:  It is imperative to carefully choose the 

reasons for withdrawing to ensure data accuracy.   

Most withdrawn assessments should be 

duplicates.   

Duplicate:  Assessment involves the same alleged perpetrator, same victim, 

and same incident or allegations as an open assessment.   Only one 

assessment should be completed for the same incident.  Withdrawal should 

occur within 72 hours of assessment creation.  Attach the duplicate 310 to the 

assessment that is worked and note any professional report sources of 
withdrawn assessment.  

 

Screen-out:  Screen-outs should almost exclusively happen in the 

county queue.  Only under rare circumstances should an 

assessment be withdrawn due to screen-out in Casebook.  
Screen-outs need to be captured accurately for data pulls and screen-

out committees within the county queue.   Do not screen-out 

duplicate assessments. 

Intake screened-out and available for 

45 days in Reviews Queue if decision 
needs changed per recommendations 

by management or Screen-Out 

Committee. Screen-out decision may 
then be changed to assess if needed and 

the assessment created in Casebook.   


